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Office Memorandum ♦ united states government 

^ * Chief, Finance Division date: * 21 January 195"> 

from » Chief, Payroll and Travel Branoh 
SUBJECT; Dj.KGUBBj.oiui with Colonel I /me 



25X1 C4A 


Colonel Lane indicated that with his years of experience lie felt 
quite familiar with "payroll and travel operations to start with, since 
they were pretty much the same in Government offices, I agreed that 
fundamentally, they are similar, but that our particular operations 
were complicated above average by the type of job the Agency has been 
assigned to do and the methods of operation. For example: Use of 

and the decoding problems,; Salary 

I in field conanunications; Variety 

or deductions made; The frequent overpayments and consequent adjust- 
ments necessary because of delays in receipt of information; etc. He 
said he could fully appreciate these operating problems . 

flie functions of Travel Lection were described to him as audit 
of vouchers, making advances, follow-up on advances, payment for trans- 
portation furnished, obtaining refunds oil' unused tickets, audit of 
transportation and storage of household effects under contract, general 
processing &nd control of documents, etc* 

After a comparatively short discussion of the ubbve and discussion 
of the T/0 for the Branch, number of people actively on duty, recruitment 
aelayB, etc., he asked to meet the entire staff of the Branch. 

In going through the offices, he occaseionally looked at papers on 
on employee s desk such as a personnel action, leave card, pay record 
and change notice, and asked a question or so of the individual about* 
the particular document. He was interested in the posting of the in- 
dividual i-etirement credits for the year. A question was I’aised about 
the retention of the Form 280 6 after its useful period had been served. 

It was explained that it is necessary to retain the records for reconciliation 
purposes at the end of the year and for a considerable time thereafter 
in order to answer frequent questions which arise after separation of 
the individual. (Note: We have more old retirement records on hand than 
would normally be currently required because of the efforts put forth 
last year to completely reconcile the old retirement records . The 
retirement cards are listed on Records Control Schedule as "Otemporary . 

Dispose when retirement deductions are balanced.”) 


r + w Wh ^ L Lf n ,^ e TraYel Section > h0 ^ talked to two representatives 
of the Audit •Office about their possible problems in auditing the travel 
vouchers. He also looked at the travel voucher form in aurrent use and 
the Request for Advance. Interest was indicated in whether advances 
were followed up and he was assured that adequate controls were in effect 
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The employee* answaredhie question# readily andtothe po.trt* 
He was not intareated In adnutede tails or problems * y H® visited 
casually with , a very friendly; attitude which pleased the «apXoyeea * 
X believe that he vaa fajyorably in^rettaed, by hie viait, that he haul 
become aware of aome af our geherial' problem* that the Branch 
was operating ao wall aa oovxXd ^ ; ^^«^ with limited personnel . 
Upon departure, he aaidrhelthou^hijhe had all the inf ormation h# 
needed but might wieh, back*; % .X aatiwed ;him : that 'we ahould 

be glad to help him aga&;at v aa^ 

might daaire. •- " >•• ■■#%;. .ffi;'-' ■; '" ; ' 




